State of California

DEPARTMENT OF WATER RESOURCES
JOB DESCRIPTION AND POSITION CLASSIFICATION

The Resources Agency

CLASSIFICATION

Staff Services Manager |

SAP POSITION NUMBER MCR
50004959 1

DWR POSITION NUMBER
1801-4800-500

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
DSIWM/Administrative Services Office

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU:

Supervisory Related BU: Confidential Related BU: Rank and File BU:

S01

RESPONSIBILITIES EXERCISED
[E] Supervisory [] Lead Person

SUPERVISOR'S CLASSIFICATION
CEA

IMMEDIATE SUPERVISOR (Print)

Kamyar Guivetchi

APPROVED BY (Personnel Analyst's Name)

SS

DATE

10/25/2011

Percent of
Time

Activity

55%

POSITION SUMMARY

Under the general direction of the CEA, the Staff Services Manager | serves as the Chief of the
Administrative Services Office and is fully responsible for providing administrative services to staff
and line management in the areas of fiscal and budgeting, program control, safety, training,
disciplinary actions, labor relations, and personnel management. The scope of responsibility
covers both the Division of Statewide Integrated Water Management and Division of Integrated
Regional Water Management including working cooperatively with the Administrative Officer IlI's
(Resources Agency) at the four Regional Offices, with approximately 390 employees geographically
located throughout the State of California.

ESSENTIAL FUNCTIONS

This position requires the incumbent to have the ability to perform high-level administrative and
management functions effectively. Such overall ability requires: (1) knowledge of the organization
and functions of California government including the organization and practices of the Legislature
and the Executive Branch with special emphasis on the rules and policies of control agencies such
as Department of Finance and General Services and the State Controller; (2) the ability to plan,
organize, and direct the work of an administrative and clerical staff, and (3) knowledge and ability to
work in SAP to enter transactions, display and view reports, and approve documents in the areas of
materials management, fiscal reports, human resources, and time management. This position also
requires the incumbent to communicate effectively with staff, the general public, and policy-level
administrators. The specific essential duties are:

Plan, lead, organize, and control overall Division administrative, program control, fiscal, and
business management functions for the Division of Statewide Integrated Water Management and
the Division of Integrated Regional Water Management. This includes working cooperatively with
the Administrative Officer II's at the four Regional Offices. These functions include overseeing the
budget, personnel, labor relations, disciplinary actions, purchasing, space management, contracts,
business services, training and development of personnel, safety, equal employment opportunity
programs, communications, and administration of the computer network. Advise and update
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Manager | 1801-4800-500 50004959 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
DSIWM/Administrative Services Office

Percent of
Time

Activity

35%

10%

management on overall administrative and program activities; prepare memoranda and
justifications as needed; and responsible for coordination and compilation of reorganization
documents and activities. Plan, lead, organize, and control the staff and activities of the
Administrative Services Office in order to develop and maintain a highly skilled professional staff
to meet the Department's mission through: assigning and distributing work, monitoring and
evaluating performance, preparing annual Appraisal &Development reports, determining training
needs and approving training requests, implementing the three phases of progressive discipline,
verifying and approving employee's attendance and leave requests, interviewing and hiring
qualified employees, understanding employee's rights with regards to labor relations, and leading
by example.

Assist the Division Chiefs on a variety of assignments, often of a confidential nature. Consult with
and make recommendations to management on the development and promulgation of
administrative, personnel and human resources policies and procedures. Review and evaluate
classification proposals, examination needs, staffing, reorganizations, and contracts and
procurement to ensure consistency with the Divisions' goals and objectives. Assist the Office
Chiefs in maintaining a close cooperative relationship with the Office of Workforce Equality to
ensure consistent implementation of Equal Employment Opportunity (EEO) activities; assist
management in ensuring that all employees are given equal employment opportunity in placement,
promotion, training, and work assignments, transfers, and other personnel actions. Advises,
conducts investigations, and assists supervisors on informal and formal disciplinary actions.
Prepare and review disciplinary actions such as adverse actions, corrective memoranda,
correspondence, and administrative policies and procedures. Make recommendations and
responds to grievances and employee complaints; recommends remedies to avoid further
employee complaints and grievances. Recommend and participate in the formulation of policies
and procedures and disseminate policy, procedures, and other pertinent data to Division
employees. May require travel on public roadways to meetings and/or training.

Function as the primary contact with staff of the Divisions of Management Services and Fiscal
Services to ensure Division compliance with Department policies and procedures regarding
administrative and fiscal matters.

SPECIAL REQUIREMENTS
Possess valid California Driver's License to attend meetings.
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	activity: POSITION SUMMARY
Under the general direction of the CEA, the Staff Services Manager I serves as the Chief of the Administrative Services Office and is fully responsible for providing administrative services to staff and line management in the areas of fiscal and budgeting, program control, safety, training, disciplinary actions, labor relations, and personnel management.  The scope of responsibility covers both the Division of Statewide Integrated Water Management and Division of Integrated Regional Water Management including working cooperatively with the Administrative Officer II's (Resources Agency) at the four Regional Offices, with approximately 390 employees geographically located throughout the State of California.

ESSENTIAL FUNCTIONS
This position requires the incumbent to have the ability to perform high-level administrative and management functions effectively.  Such overall ability requires: (1) knowledge of the organization and functions of California government including the organization and practices of the Legislature and the Executive Branch with special emphasis on the rules and policies of control agencies such as Department of  Finance and General Services and the State Controller; (2) the ability to plan, organize, and direct the work of an administrative and clerical staff, and (3) knowledge and ability to work in SAP to enter transactions, display and view reports, and approve documents in the areas of materials management, fiscal reports, human resources, and time management.   This position also requires the incumbent to communicate effectively with staff, the general public, and policy-level administrators.  The specific essential duties are:

Plan, lead, organize, and control overall Division administrative, program control, fiscal, and business management functions for the Division of Statewide Integrated Water Management and the Division of Integrated Regional Water Management.  This includes working cooperatively with the Administrative Officer II's at the four Regional Offices.  These functions include overseeing the budget, personnel, labor relations, disciplinary actions, purchasing, space management, contracts, business services, training and development of personnel, safety, equal employment opportunity programs, communications, and administration of the computer network.  Advise and update 
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	dwr position number: 1801-4800-500
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	activity2: management on overall administrative and program activities; prepare memoranda and justifications as needed; and responsible for coordination and compilation of reorganization documents and activities.  Plan, lead, organize, and control the staff and activities of the Administrative Services Office in order to develop and maintain a highly skilled professional staff to meet the Department's mission through: assigning and distributing work, monitoring and evaluating performance, preparing annual Appraisal &Development reports, determining training needs and approving training requests, implementing the three phases of progressive discipline, verifying and approving employee's attendance and leave requests, interviewing and hiring qualified employees, understanding employee's rights with regards to labor relations, and leading by example.

Assist the Division Chiefs on a variety of assignments, often of a confidential nature.  Consult with and make recommendations to management on the development and promulgation of administrative, personnel and human resources policies and procedures.  Review and evaluate classification proposals, examination needs, staffing, reorganizations, and contracts and procurement to ensure consistency with the Divisions' goals and objectives.  Assist the Office Chiefs in maintaining a close cooperative relationship with the Office of Workforce Equality to ensure consistent implementation of Equal Employment Opportunity (EEO) activities; assist management in ensuring that all employees are given equal employment opportunity in placement, promotion, training, and work assignments, transfers, and other personnel actions.  Advises, conducts investigations, and assists  supervisors on informal and formal disciplinary actions. Prepare and review disciplinary actions such as adverse actions, corrective memoranda, correspondence, and administrative policies and procedures.  Make recommendations and responds to grievances and employee complaints; recommends remedies to avoid further employee complaints and grievances.  Recommend and participate in the formulation of policies and procedures and disseminate policy, procedures, and other pertinent data to Division employees.  May require travel on public roadways to meetings and/or training.

Function as the primary contact with staff of the Divisions of Management Services and Fiscal Services to ensure Division compliance with Department policies and procedures regarding administrative and fiscal matters.

SPECIAL REQUIREMENTS
Possess valid California Driver's License to attend meetings. 

	supervisor name: Kamyar Guivetchi
	employee name: 


